Update the Student’s Personal Information

Navigation:

Student Admissions > Application Maintenance > Add/Update a Person

Add/Update a Person

[/ Find an Existing Value Y Add a New Value

Enter any information you have and click Search. Leave fields blank fo

ID: | begins with ¥|[200001544

Last Name:l begins with | |

First Name: | begins with | |

I Include History I~ Correct History

Search | Clear | Basic Search Save Search Cr

Campus ID:| begins with jl \f \
National ID: | begins with || Enter the EmplID and

click Search

If you do not know the
EmplID, you can search
by National ID (SS#)
and/or First Name and
Last Name

J

Review the information on the following pages and make the necessary updates.
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Overview of the Biographical Details tab

Click the Names link

to add or update a
name

[ Biographical Details ' Addresses j Regional |

Sammy Rant 200001544 Names
Date of Birth is
required. Click the Birth

Date of Birth: |03/11/1980 }1] Birth Information Information Iink tO

Campus ID:

—

Biographical History Find | View Al First (4] 1 of1 (] Lasy enter the Birth Countrv.
*Effective Date:  [10/15/2007 =Y

*Marital Status: Single 'I Asof:  |10/15/2007 [ Insert a new row here to
“Gender. fiale ] update the Marital

National ID Customize | Find | B First [ 401 [ Last Status and Gender
*Country *National ID Type National ID Prima

W Q |Socia| Security Number :] 055-84-9631 2 |

National ID (Social

rity Number) i
Ry e R | | Sccurity Number) is

*Type Phone Ext Country Preferred requlred here
Address Type: Home Addresses |Home j |631/555~1111 | " =
Effective Date: 10/15/2007 J ,— r =
Office 1 »| |632-1232
Status: Active I I I
Country: USA
Address:

1000 Main Street

*Email Address
Stony Brook, NY 11790

Preferred

5| =

L Add and update Phone
and Email Address here

Add

Visa/Permit Data

F:'JSave(CIick the Addresses link
(or the Addresses tab
at the top) to add or
update an address

E‘+Add| Update/Disp | V2| IncIudeHistoryl [

\_ Click the Visa/Permit Data link or
the Citizenship link to go to these
pages
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Add or Update a Name

Click the Names link on the Biographical Details page

Existing names are
listed here

Click the Name

History link to see all
name changes

Names

Current Names

Name Type Name Effective Date Status
Primary Sammy Rant 10/15/2007 Active
v

Type of Name

Customize | Find | View All | B

First 1 of

Name History

*Format Using:
Prefix:

First Name:
Last Name:
Suffix:

"

Name:

submit |

Effective Date:

11/08/2007 [

English

l jv

Status: I Active v I

Change Format

I
l
l

w Display Name:

Formal Name:

Reset |

ok | cancel |

Refresh |

To update an existing name\
or add another name, select

the Type of Name, enter the
Effective Date and complete
the name information.

Click Submit
You will see the change

&) save

listed under Current Names.

oo Y

To save your changes, click the Save button.
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Correct a Name

Only some users have access to Correct History. Only use it to correct a
misspelled name.

|/~ Biographical Details | Addresses j Regional

Click the Correct
Sammy Rant 200001544 lames History bUttOn

Date of Birth: 03/11/1980 [3)  Birth Information Campus ID:

Biographical History

Find | View All___First [{] 1 of 1 [*] Last Click the —Names link

*Effective Date:  [10/15/2007 [3 =

*Marital Status: [ Single ~| Asof

*Gender: Male =

10/15/2007 [3)

Customize | Find | L First 10f1 Last
*Country *National ID Type National ID Primary
Usa Q [ Social Security Number =l 055-84-9631 ~

Addresses  Find | View All  First 4102 0 Last

*Type Phone Ext Country Preferred
Address Type: Home Addresses IHome LI |531/555.1111 I v =
Effective Date: 10/15/2007 r =

Office 1 632-1232
Status: Active I | I
Add

.
1000 Main Street *Type *Email Address Preferred
Stony Brook, NY 11790 I j I r =

Visa/Permit Data Citizenshi
=] Savel & Return to Search %) Refresh | ErAdd | ] Update/isplay | Z Include Histiry | [E2 Correct History |
. N

Names

Current Names Customize | Find | View All | ] First ') 1 of 1 Last
Name Type Name Effective Date Status Name History

Primary Sammy Rant 10M15/2007 Active Nage History

52

TypeofName  [WANR_—_—— -
Effective Date: 11/08/2007 [3 Status: |Active 'I

*Format Using: English Change Format
Prefix: = Click the Name History link next to the
First Name: | middetame: | | Name that you want to correct
Last Name: | .
Suffixc | | When you get to the next page click
. the Edit Name link
« Display Name:
Formal Name: Make the correction
Name:

submit | = Reset |

Click OK until you return the
Biographical Details page

OK | Cancell Refresnl

\ Click Save /
Prepared by Kim Rant, Client Support 632-1232

Page 4 9/26/2023
For PS 8.9




Update an Existing Address

Click the Addresses tab

Click the Edit/View Address
Detail link next to the
address type that you want to
update

—

{ Biographical Details | Addresses Y Regional |
Sammy Rant 200001544
Current Addresses Customize | Find | View Al | 3
Address Address Effective Status
Type Date EEE—
1000 Main Street .
Home * otony Brook, NY 11790 WLAEARUT nEon e
- P.0.Box 123 . Edit'View Address
Mailing Stony Brook, NY 11790 10/18/2007  Active Detail
Add Address Add Address Types
Effective Date: [11/0872007 [  status: |Acive | O * Home
[T * Mailing
Country: IUSA @, United States
- Business
Address: Edit Address Address Linkage
. ™ Check
- Dormitory
Submit Reset ™ Legal
I~ Campus
I Other
Click the Add a new row
button next to the address
that you want to update
Address History
Address Type Home

Effective Date Country Status Address

|10/15/2007 El |usA Q IActive v| 1000 Main Street

Stony Brook, NY 11790

OK | Cancell Refreshl

Find

First 10f1lL

Update Addresses
Address Linkage
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The new row is added above the
existing one.

Address History
Address Type Home

Address History

Effective Date Country Status

Address

110812007 [5 [UsA @ |Active

Effective Date Country Status

:I 1000 Main Street
Stony Brook, NY 11790

Address

[10115/2007 [ [usa Q [Active

OK | Cancel I Refreshl

LI 1000 Main Street
Stony Brook, NY 11790

Enter the Effective Date, select
the Country and click the Update
Addresses link.

Address Linkage

[+ =]

Update Addresses
Address Linkage

Edit Address

—

Enter the new address and click
OK

Country: United States hanc iy
Address 1:  |2356 Lazy Lane
Address 2: I
Address 3: I
City: [Patchogue Slate:INY Q_ New York
County: |

oK || canca |

Postal:|1 1772

e ™
Address History Click OK again. Your
changes will not be saved
Address Type Home until you click the Save
button.
Address History y
Effective Date Country Status =l =l
1110812007 [5 [USA Q |Active Update Addresses
ogue, NY 11772 Address Linkage
Effective Date Country Address =]
101512007 [3 [y Active ~| 1000 Main Street Update Addresses
Stony Brook, NY 11790 Address Linkage
; q
oK Cancel | Refreshl
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Correct an Address

Only some users have access to Correct History. Only use it to correct a
misspelled address.

|~ Biographical Details | Addresses j Regional

Sammy Rant 200001544

Names
Date of Birth: 03/1171980 [  Birth Information Campus ID: Click Correct
Biographical History Find | View All__First [{] 1 of 1 [*] Last H IStOI'y
*Effective Date:  [10/15/2007 [ =
*Marital Status: [ Single ~| Asor: [101522007 [

*Gender: Male vl

Customize | Find | 8 First [4] 1 or1 [*] Last

*Country *National ID Type National ID Primary
Usa Q | Social Security Number =l 055-84-9631 ~

Addresses  Find | View Al First [4] 4 or2 O L ast

Type Phone Ext Country Preferred
Address Type: Home Addresses IHome LI |531/555.1111 I v =
Effective Date: 10/15/2007 r =

Office 1 632-1232
Status: Active I | I
Add

.
1000 Main Street *Type *Email Address Preferred
Stony Brook, NY 11790 I j I r =

Visa/Permit Data Citizensbi
Savel & Return to Search % Refresh | E‘;Addl 5] Update: Z\s:d;l Z Include Histiry | [E2 Correct History | \

_’VCIick the Addresses tab
.. N ) Click the Edit/View
| Biographical Details | Addresses Y Regional Address Detail link next
Sammy Rant 200001544 to the address type that
m you want to correct
Current Addresses Customize | Find | View All | |
Address Address Effective Status
Type Date
1000 Main Street )
HOME  oony Brook, NY 11790 WLEEALIC Gh s e
. P.0.Box 123 ) Edit/View Address
Mailing Stony Brook, NY 11790 10/18/2007  Active _—Detail
Add Address Add Address Types
Effective Date: [1110822007 ) status: |Actve =] |~ Home
[T * Mailing
Country: IUSA Q. United States
I Business
Address: Edit Add Add Link
i ress ress Linkage  Check
[T Dormitory
Submit Reset " Legal
[T Campus
I~ Other
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(CIick the Update Addresses link \

When you get to the next page make the
corrections

Click OK until you return to the Addresses

page
Address History Click Save /

Address Type Home
AQdre O d O u

Effective Date Country Status Address =l

|10/15/2007 ) IUSA Q IActive | 1000 Main Street Update Addresses

Stony Brook, NY 11790 Address Linkage
A aq
OK | Cancel | Refresh |
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Add a New Address Type

Click the Addresses tab

Select the Address Type \

Current Addresses Customize | Find | View All | 3 First
?ddress Address Sf;:z:t]ve Status Enter the Effective Date
1000 Main Street Click Edit Address link
uto information
Add Address Click Submit
Effective Date: [11/08/2007 [  status: | Active - Click Save /
Country: IUSA Q_  United States
- Business
Address: Edit Address Address Linkage .
I Dormitory
I~ Billing
Submit Reset I~ Foreign home address
I_ SEVIS
I Local (Off Campus)
r Grad student's dept
mailbox
r Campus (Internal
Format)
I~ Send diploma here
* Active address exists
Explain
& save | S\ Returnto Search| +[Z Previous in List | +[E Nextin List % Refresh I Es Add I #3 Upd
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Update Phone and Email Information

Click the Biographical Details tab.

Make sure that you indicate one Phone and one Email as “Preferred”!

[ Biographical Details | Addresses j Regional |

Sammy Rant 200001544 Names

Existing Phone or Email \
addresses can just be
replaced with the new or
corrected information.

Date of Birth: |03/11l1980 [  Birth Information Campus ID:

Biographical History

*Effective Date:  [10/15/2007 [3
*Marital Status: [ Single vI Asof:  [10/15/2007 [
*Gender: Male |

National ID Customize | Find | B
*Country *National ID Type Naﬁonal D

[usa” @ [social Security Number | [s5-84-9831

First

Find | View All

To add a new Phone Type
or Email Type, click the
Add button.

First [,

J

Addresses  Find | View All First ] 1012 O .ast

Phone
|Home x| [631/555-1111

Country Preferred

l_rE
—

Address Type: Home Addressg§s

Ext
Effective Date: 10/15/2007 I

_ omeeN 7 [632-1232 [
Status: Active
Country: USA —
Adarss: N
1000 Main Street *Type *Email Address Preferred
Stony Brook, NY 11790 j I r =

Visa/Permit Data Citizenship
B save I L Returnto Search | % Refresh | B Add | | Update/Display l # Include History | [ Correct History |

) save

To save your changes, click the Save button.
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Update Ethnic Group

Click the Regional tab.

[ Biographical Details | Addresses | Regional

update it.
Sammy Rant 200001544 ﬁ
v E=ysa /

[

Only one Ethnic Group is
required. It is not necessary
to add a new row here to

*Regulatory Region: [USA O nited States *Ethnic Group: |WHITE Q' white

ind | Vi

First ) 1 of 1 Last
=

[V primary
Ethnicity Detail

First (4] 1 of 1 [*] Last

Find | View All
*Effective Date:  [1015/2007 [ Military Status: | Notindicated =l =
I” Disabled I” Disabled Veteran I VA Benefit
& save | & Returnto Search % Refresh Es Add %3 Update/Display | = I Include History [&# Correct History
) Save .
To save your changes, click the Save button.
Prepared by Kim Rant, Client Support 632-1232 Page 11 9/26/2023

For PS 8.9



Update Visa Permit Information

To access the Visa/Permit Data page click the link o
page.

n the Biographical Details

)}
|/ Biographical Details {J/Addresses j* Regional |

Sammy Rant 200001544

Date of Birth:

03/111980 [  Birth Information

Campus ID:

—

Find | View All

Biographical History First

*Effective Date:

10/15/2007 [3)
Single vI Asof: [10/15/2007 [
Male v

*Marital Status:
*Gender:

Customize | Find | ¥

*Country *National ID Type National ID
UsA @ |Social Security Number | 055-84-9631

First 4] 1 or1 ] Last

Names

[ﬂ1of1[LLasl
FHE

Classification:

Date of Entry into Country: I EJ Expiration Date: EJ

Visa/Permit Data Find | View All
*Country: I Q

Get Supportir]
*Type: [ Q II

*Effective Date: |1 1/08/2007 [3
Number: I *Status: Applied = status D
Issue Date: I B Duration:

*Duration Type:

Addresses _Find | viewal First 1o B LastfPhone |
*Type Phone Ext Country Preferred
Address Type: Home Addresses IHome ﬂ |831/555~1111 l l— v =
Effective Date: 10/15/2007
Office 1 632-1232
Status: Active I LI I I 0 =l
Add
Comtry: s
1000 Main Street T *Email Address Preferred
Stony Brook, NY 11790 I _] I r =
-
Visa/Permit Data Citizenship
Save | S\ Return to Search %) Refresh | ate/Dispiz Z Include History | ' [E Correct History
Visa/Permit Data Complete the Visa/Permit

information and click OK.

Don't forget to save when you
get to the Biographical
Details page.

~N

J

Issuing Authority: |

Supporting Documents Needed

Issue Place:

Customize | Find | View All | i

First [« 1 0f 1 Last

*Document ID Description Request Date Date Received
[ Q [ el [ ] =]
oK | Cancel |
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Update Citizenship Status

To access the Citizenship page click the link on the Biographical Details page.

) |
|/ Biographical Details \J/Addresses | Regional |

Sammy Rant

Date of Birth:

03/11/1980 [  Birth Information

Biographical History

200001544

—

Find | View Al

Campus ID:

*Country *National ID Type
USA Q |Social Security Number j

First 4] 1 or2 B  ast

*Effective Date: 1015/2007 [
*Marital Status: | Single x| asor [101112007 [
*Gender: Male vl

Customize | Find | ]
National ID

055-84-9631

Names

First [ 1 or1 Y] Last

®HE

First (4] 10f1 [ Last

*Type Phone Ext Country Preferred
Address Type: Home Addresses IHome El I631/555'1111 I I_ Iz
Effective Date: 10/15/2007 | _] I I r =
Office 1 »| |632-1232 I
Status: Active
Add
Country: USA -
Address:
1000 Main Street *Type *Email Address Preferred
Stony Brook, NY 11790 I J I
- r =
Visa/Permit Data
[E) save | \Returnto Search| Refresh | ErAdd | J| Update/isplay

Citizenship Detail

Citizenship/Passport

*Country:
Passport Information

*Passport Number:

Enter the Citizenship Statu:\
and click OK. For non-

citizens, record their status in l
the USA and then add a row

and record their status in their

native country. |

Don’t forget to save when
you get to the Biographical

\Details page.
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Find | View All First 10f1 ] Last
[USa @ united States Citizenship Status: [Native = =l
Find | ViewAll  First (] 1 of1 [ Last
[ =
B  ExpirationDate: | e
USA Q United States
Q
rity: |
¢
ncel Refresh I
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